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Lamont,
Attached is a SF1900-37 and a draft PWS for an 8(a) contract for R7 record and
litigation support services. Purpose of the contract is to provide R7 with document
scanning, record archiving, and record retrieval. Further, a significant service under
this contract will include assembling litigation document packages in response to DOJ
requests concerning Superfund cost recovery activities. The contract amount has
been estimated at $6 million over three years.

These services were most recently provided under the EPA HQ BPA contract for
record services. However, the R7 program decided that this contract method was not
sufficient to meet their needs, and desired a direct contract to provided the required
services. Unfortunately, the R7 program didn't make their final decision to renew use
of the HQ BPA until recently. The current contract expires March 25, 2011. The
current HQ BPA is with ASRC, an Alaska Native Tribal-Owned  8(a) firm. 

Per SBA, ASRC is not able to receive any new 8(a) contracts. Therefore, R7 is
anticipating a new contract will be successfully concluded with the targeted Alaska
Native Tribal-Owned 8(a) firm: Chenega Logistics, LLC. 

I have reviewed this proposed contract and participated in the set-aside designation. 
Since it had not been evident that R7 would be placing this contract, it was not in the
original R7 2011 acquisition plan. Please contact me if you have any questions.

Chester Stovall
Regional Manager, Small Business Programs
US Environmental Protection Agency - Region 7
901 N. 5th Street, Kansas City, KS 66101-2798
stovall.chester@epa.gov
Phone: 913-551-7549
Fax:     913-551-9549
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A.
PERIOD OF PERFORMANCE






Start Date

End Date




Base Period:

Contract Award
12 months after Contract award


Option Period 1:
Option Exercise
12 months after Option Exercise


Option Period 2:
Option Exercise
12 months after Option Exercise


B.
CONTRACT ADMINISTRATION PERSONNEL



For this Contract, the Contracting Officer has approved the following individuals as Project Officer, Contracting Officer’s Representatives (COR), and Alternate COR:




Project Officer/COR:


Betty Saladin




Phone:




913-551-7309




Fax:




913-551-9309




E-mail: saladin.betty@epa.gov



ACOR:




Carmen Hullaby



Phone:




913-551-7070



Fax:




913-551-9070



E-mail:
hullaby.carmen@epa.gov



COR (Superfund):


Jolleen Werst




Phone:




913-551-7108




Fax:




913-551-9108




E-mail: werst.jolleen@epa.gov



ACOR (Superfund):


Pamela Samek




Phone:




913-551-7679




Fax:




913-551-9679




E-mail: samek.pamela@epa.gov

C.
BACKGROUND



1.
Legal Authority




a.
5 U.S.C. 552 (The Freedom of Information Act as amended)




b.
5 U.S.C. 552a (The Privacy Act of 1974)




c.
5 U.S.C. 553 (The Administrative Procedures Act)




d.
5 CFR 1320.16 (Collection of information prescribed by another agency)




e.
5 CFR 1320.17 (Interagency Reporting)




f.
18 U.S.C. 2071 (Destruction of Records)




g.
18 U.S.C. 2701-2707 (Electronic Communications Privacy Act of 1986)




h.
28 U.S.C. Section 1732 (Business Records as Evidence Act)




i.
31 U.S.C. 1101 et. seq. (Budget and Accounting Procedures Act of 1921)




j.
36 CFR 1220 to 1238 (Records Management)




k.
36 CFR Chapter XII, Part 1236 (Vital Records Mitigation and Recovery Plan)




l.
40 CFR Part 2 (Public Information, including Procedures for Disclosure of 



Records Under the Freedom of Information Act, Confidentiality of Business 


Information and Testimony by the Employees and Production of Documents 


in Civil Litigation Where the United States is Not a Party)




m.
41 CFR 201-6 to 201-11 (Records Management)




n.
44 U.S.C. 29 (Records Management by the Archivist of the US and the 



Administrator of General Services)




o.
44 U. S.C. 31 (Records Management by Federal Agencies)




p.
44 U.S.C. 33 (Disposal of Records)




q.
44 U.S.C. 35 (Paperwork Reduction Act of 1980, as amended)




r.
44. U.S.C. 3504(e) (Paperwork Reduction Reauthorization Act of 1995)



2.
Regulatory Authority




a.
Superfund Amendment and Reauthorization Act (SARA of 1986)




b.
Federal Continuity Directives




c.
OMB Circular A-130, Management of Federal Information Resources




d.
NARA Rules & Regulations



e.
Comprehensive Environmental Response Compensation and Liability Act, as 





amended by SARA of 1986



f.
Federal Travel Regulations



3.
Background Documents




a.
US EPA Directive 2100, IRM Manual, Chapter 10




b.
US EPA Directive 2160, Records Management Manual




c.
US EPA Uniform Continuity of Operations Plan (COOP) Policy (2030.1)




d.
EPA Vital Records Order




e.
EPA Region 7 Records Procedures Manual




f.
EPA Region 7 Program File Plans




g.
EPA Confidential Business Information Procedures




h.
Regional Records Center Standard Operating Procedures Manual




i.
SUPR Records Center Operations Manual




j.
SUPR Site Team Records Management Manual




k.
SUPR Document Management System Records Center Staff User Manual




l.
TSCA CBI Protection Manual (7700 A1)



m.
RCRA CBI Security Manual



n.
Water Guidance Documents


D.
PLACE OF PERFORMANCE




The work will be performed at the offices of EPA Region 7, located at 901 N. 5th Street, Kansas City, Kansas, and the EPA Science and Technology Center, located at 300 Minnesota Avenue, Kansas City, Kansas  66101.  On occasion, a need may arise for the contractor to travel within the four-state region commuting area (Iowa, Kansas, Missouri, and Nebraska).  Travel may include, but is not limited to the Training and Logistics Center, in Kansas City, Missouri, the Federal Records Center in Lenexa, Kansas, and other records storage areas, and repositories within the greater Kansas City area.  Travel costs will be reimbursed on a cost-incurred basis in accordance with the Federal Travel Regulations (FTR).


E.
Introduction and Purpose and Scope


The Environmental Protection Agency (EPA) Region 7 requires Records Management support services in order to serve its customers effectively and efficiently. EPA compiles information in many forms which it uses to interact with a variety of government, public and private stakeholders.   


EPA must be able to readily access all of its records to respond to a variety of requests and support of:  Freedom of Information Act (FOIA), Congressional requests, enforcement, litigation and regulatory activities.  This demands an effective records management program which provides consistency in the way records are managed, efficiency in the filing and retrieval of documents, document security, efficient preparation of files, implementation of an electronic records program and efficient utilization of available space.  


The Region 7 Records Center contains 22,295 linear feet of records storage space.  This amount includes approximately 10,000 linear feet of non-Superfund records and approximately 6,600 linear feet of Superfund records.  Additionally during the past fiscal year of reporting, the region has responded to slightly more than 4,250 requests for records or records assistance; approximately 1,200 of these requests were Superfund program related. These requests include preparing record indexes, inventories, assistance in preparation of responsive documents for Freedom of Information requests, Congressional inquiries, compilation and preparation of documents for Administrative Records, case litigation, scanning documents into document management systems, assistance with records retrieval from the FRC, records disposition, etc.  On average, EPA responds to 525 FOIA requests annually. The volume of records activities for the Region is expected to increase by at least 30-40% over the next year.  


Personnel (Positions and Qualifications)


Onsite Project Manager (Records Information Manager) for both Regional and Superfund to be available to EPA for status requests as well as the focal point for discussion with EPA representatives; and to oversee daily activities and information processes.  Qualifications: High School Diploma or equivalent with at least 10 years of information management experience, five of which were in a supervisory capacity.  Must have at least 5 years of NARA records management experience.



Onsite Information Manager (Records Information Manager) to direct and lead staff in daily work projects and information capture and security.  Qualifications:  High School Diploma or equivalent with at least 5 years of information management experience, three of which were in a supervisory or team lead capacity.  Must have at least 3 years of National Archives and Records Administration (NARA) records management experience, as well as experience using the Versatile Enterprise software system/modules.


Onsite Records Specialist to perform day-to-day records and information tasks.  Qualifications:  High School Diploma or equivalent with at least 3 years of information management experience, preferably NARA records management experience.  Prefer experience using the Versatile Enterprise software system/modules.



Records Trainer to assist in developing and in presenting records management training to EPA Region 7 staff and grantees.  Qualifications:  Masters degree in library/information science and a minimum of 5 years experience, three of which were in a supervisory role with records management, or a Bachelor’s degree in library/information science and eight years experience, three of which were in a supervisory role with records management.

F.
REQUIRED TASKS



The tasks performed under this contract will be monitored by designated CORs in task orders (TO), issued by the contracting officer.  Technical direction of TO activities will be given by the designated COR for that TO.  The government intends to initially award two (2) task orders from the Performance Work Statement.  However, the government reserves the right to award additional TOs as required.  The first TO, for Regional (non-Superfund) is firm, fixed price; the second TO, for Superfund is fixed unit rates with estimated quantity.  (See attached pricing schedule.)

TASK 1

Management of Record Center Activities/Administrative Support

Monthly and Annual technical and financial reports:



The Contractor shall manage, document, account, and report work at the Task Order level, as directed by the CORs for non-Superfund and Superfund projects. Reporting includes documenting work by Program (e.g., Administrative Records, Brownfields, Federal Facility, Removal, RCRA, Superfund, Oil Spill/Emergency Response, Underground Storage Tanks) or other Special Projects.  The Contractor shall prepare separate monthly Task Order Progress Reports including work performed and financial summaries providing content and format approved by the CORs.  Each monthly report shall include the current activity as well as cumulative.  



Superfund site-specific charging shall be performed for activities under this contract.  The Contractor is required to accrue and invoice for costs incurred by site tasked under the Superfund Task Order.  The Contractor shall document costs incurred by site for each increment of 15 minutes or more.  Documentation shall be provided with each invoice submitted where site-specific charging occurs.  A separate invoice shall be submitted for each task order under which services are performed.  The financial progress report shall include, but not limited to, the percentage status of work completed, by labor category, current and cumulative number of hours and monies expended, as well as an estimate of hour and monies to complete for each task.


Monthly Status Meetings:  


The Contractor shall plan for and attend monthly Status Meetings, as required, with each COR and any additional meetings, as requested.  These meetings shall address priorities and schedules for tasks and activities scheduled throughout the period of performance.  The Contractor shall prepare and provide an agenda within 2 working days prior to each meeting.  



Other impromptu and/or regular status meetings may be held at any time during the month with the COR to resolve or reset priorities if the COR deems necessary.



Within 2 working days after each meeting, the Contractor shall prepare and deliver, via email, a Meeting Summary Report which will summarize major discussions and difficulties encountered, and document decisions, agreements and action items.


Intellectual Management and Enhancement Activities:


The Contractor shall be knowledgeable in and be responsible for staying current with all existing statutes, regulations, guidance and policy regarding records management in the Agency and Region in order to ensure (or make recommendations to ensure) that the records management products, services, standards, and procedures adhere to those requirements. 



The Contractor shall be knowledgeable in the programs supported by the contract, to the extent necessary, to fully support the records and information management needs of those programs.



The Contractor shall be knowledgeable in the technical functionality, purpose, programming, and database structure of virtual/electronic systems of information, to the extent necessary, to support those systems of information, includes, but is not limited to the Versatile Enterprise and Imaging, the RCRA Document Management System (RDMS), Superfund Document Management System (SDMS), and the Enterprise Content Management System (ECMS).


The Contractor shall also maintain up-to-date knowledge in EPA’s software suite used in the day-to-day performance of the contract (e.g., word processing, spreadsheet, database, and Email systems) and use those available tools to efficiently perform the required work.  The Contractor may propose to the CORs alternative tools to enhance productivity and efficiency of records management activities and may be requested to assist the CORs in the acquisition following regional and Agency policy and procedures.




The Contractor shall maintain training logs to document staff participation in EPA and/or federal-specific training, including required training (e.g., Agency IT security training, regional Confidential Agency Information (CAI/CBI) training, etc.), Privacy Act training, ECMS.




Contractor personnel will have access to confidential and sensitive information in the performance of assigned work.  Except as directed by the COR, contractor staff are prohibited from releasing any information about EPA files, data processing activities or functions, or any other knowledge of EPA operations or data.  EPA will provide access lists to Contractor personnel for verification of authority to view protected collections.



Contractor personnel shall be required, in accordance with Homeland Security Presidential Directive 12 (HSPD 12), to undergo a background investigation.  Contract employees must also sign confidentiality agreements to ensure sensitive and/or confidential data is not released.  The contractor shall maintain these records on file for the duration of the contract.  All contract employees are required to adhere to Confidential Business Information (CBI) regulations, policies, and procedures which includes an initial EPA-sponsored CBI training and an annual refresher course thereafter.  Each contract employee must maintain a current CBI authorization prior to handling CBI documents.

Conference Calls and Workgroups:


The Contractor may be tasked to attend EPA-sponsored records management conference calls including, but not limited to, ECMS, Records Network, Regional Records Officer calls, and others pertaining to relevant records management issues. 


TASK 2:
MANAGE AND OPERATE ON-SITE LOCATIONS




The Contractor shall have overall responsibility for operating the Regional Records Center according to the Standard Operating Procedures (SOPs).  The Records Center includes non-Superfund and Superfund records. This includes managing the Service Desk, all requests and responses, space, supplies, and equipment to ensure efficient operations, and keeping staff and public areas neat and orderly according to safety standards to convey a professional operation.


Hours of Operation and Request Capture: 



 SEQ CHAPTER \h \r 1The Contractor shall provide daily staffing, operation, and maintenance of the Region 7 Records Center through compliance with Regional standards, operating procedures, directives, and guidance, and in accordance with all applicable statutes, regulations, and laws (e.g., Clean Water Act; Clean Air Act; Resource Conservation and Recovery Act; CERCLA, as amended by SARA).  Applicable laws, regulations, guidance and policies which become effective after the effective date of this contract will be incorporated by modification into the contract. 



The Contractor shall manage the day-to-day operations of the Region 7 Record Center.  Records Center hours for customer service to EPA staff, contractors, and grantees, shall be from


7 a.m. to 5 p.m. Monday through Friday.  The Region 7 Records Center shall be closed during U.S. Government holidays.  



In addition to the normal operating hours, the Superfund Records Center will also be required to provide a second shift of personnel from 4:30 p.m. to 1:00 a.m.  The work performed during this shift is to assist the first shift in processing the back log of documents into the Superfund Document Management System, and filing of these documents.  In addition this shift will also be tasked to process all “New Incoming” documents within 24-hours.  The second shift will use the same space and equipment as the first shift.  




Regional office document pick-up and delivery shall occur daily at 10:00am and 2:00pm; the Science and Technology Center document pick-up will occur on a requested basis. Superfund document pick-up is once a day by 2:00 p.m., and delivered to the Superfund COR.  




The Contractor shall ensure that service to EPA staff, grantees, contractors, and the public is always professional, timely, and complete.  The Contractor shall maintain the Region 7 Records Center in a neat and orderly manner at all times.  The Contractor shall ensure that adequate supplies are maintained to complete tasks.  Contractor shall not release or accept any EPA records from non-EPA employees without written authorization from appropriate EPA personnel.  EPA will provide list to Contractor; Contractor is responsible for notifying COR when updated authorization is needed.



The Contractor shall receive, track, and process all walk-in and email requests for records and information. Such requests may include and require research, retrieval, copying and scanning, including burning CD/DVDs for FOIA requests, Congressional inquiries and Administrative Record preparation. 



The Contractor shall capture all non-Superfund requests for records services into the AdventNet Service Desk Tracking System (Service Desk) or other comparable system, and fulfill each request according to EPA Standard Operating Procedures.  Any requests thought to be outside of the scope shall immediately be brought to the appropriate COR’s attention for clarification.  




Non-Superfund requests will be processed as follows:






1. Simple/routine requests for a file or small subset of files, including FOIA and 





Congressional requests (less than 50), will be provided within 1 workday.  Workday 




is defined as 7 a.m. to 5 p.m.  If request is made at noon; the response shall be





provided by noon the following workday.






2.
Searches which include a routine compilation of more than 50 files will be provided




within 3 workdays.





3.
Major searches for records, i.e., FOIA, litigation holds, Congressional inquiries, and 




off-site records storage (FRC), will be provided within 4 workdays.






4.
Compilation of records associated with Administrative Records will be completed 





within 10 workdays.






5.
High volume copying (more than 500 pages), or over-sized document copying will be 




completed within 2 workdays.  In the event of a delay due to machine malfunction, 




contractor shall notify requester immediately to advise them of specific date for 





completion of task.




Superfund requests will be processed as follows:






1.
Superfund requests received by email and walk-in, including FOIA and 






Congressional, that will take more than 1 hour to complete or exceeds 500 paper 




copies shall be brought to the attention of the COR.  






2.
All assignments for production of Collections shall be provided pursuant to Technical 




Direction Memorandums (TDMs).  The TDM will provide specific instructions.  These 




instructions shall include, but not be limited to individual TDM number, written 





instructions, and a due date.  The finished product will be delivered to the COR.  




The discretion of implementing the TDM is at the sole discretion of Superfund.  





TDMs will be tracked to ensure completion.






3.
 Administrative Records (ARs) are not contemplated at this time, however a TDM 




may be placed if something materializes that will require this to be assigned to the 




Contractor. While none are contemplated, the most that would be done would be two




(2) without a contract modification being made.  If an AR is assigned it will require 




site specific charging.






4.
FOIAs will not have site specific charging.  However, the hours worked, number of 




maps processed and number of CDs made shall be provided on the FOIA form when 




delivery is made to the TOPO.






5.
All documents released under FOIA (paper or electronic) will be tracked in SDMS 




with the FOIA number.




The Contractor shall assist with Enterprise Content Management System (ECMS) implementation in Region 7.  The contractor shall be responsible for updating file and organization structures, revising naming conventions, and modifying file folders within the system, as directed.  


The Contractor shall also provide training to EPA employees, as required. 

Maintenance of Government Furnished Property:




All supplies, equipment, software and systems will be furnished to the contractor by the government.  The contractor shall not acquire property or supplies for the Government without the approval of the Contracting Officer or designee.




Government furnished property in the contractor’s care shall be kept in good working order.  The contractor shall operate EPA hardware and software in accordance with original manufacturer and EPA procedures.  The contractor shall:





(1)  Be responsible for the proper use and care of all government furnished property;





(2)  Promptly notify the respective COR or other personnel when a piece of 




  equipment breaks down or needs maintenance and repairs;





(3)  Promptly notify the respective COR when there will be a delay in getting a piece 



  of equipment repaired; and/or





(4)  Repair delays will affect the Records Center’s ability to provide service.




The contractor shall maintain a complete inventory of government furnished property and provide the COR with an updated inventory when new property is acquired or older equipment is excessed.

Maintenance of Supplies:




The Contractor shall manage the inventory of records management supplies and notify the respective COR of supply needs, including quantities, product, and vendor information.


Processes and Standard Operating Procedures (SOPs):




The Contractor shall maintain and/or update EPA work processes and SOPs to ensure they are current, relevant, and reflect best practices.  The Contractor shall develop new SOPs when requested or when deficiencies are identified, as well as review and consider draft products and procedures from other regions, programs and state-of-art information management practices in developing processes, SOPs, and recommendations.


Technical Analysis Support and Consultation:




The Contractor shall provide the CORs with technical advice, analysis support and consultation to support the EPA records management program.  These activities shall include: 





1.
Recommendations on the equipment, organization of functions, operations, physical 



layout, and procedures of the Region 7 Records Center;





2.
Develop new records management procedures, in addition to maintaining, revising, 



and updating all current records processes, procedures manuals, reference aids and 



guides.





3.
Develop, briefings, training sessions, and educational programs to inform customers 



on relevant industry best practices and requirements for records management, and 



to instruct customers in the use and availability of information products and services.





4.
Develop, participate, present up to 8 formal records management training sessions, 



and/or demonstrations to EPA Region 7 employees and grantees to ensure the 




effective operation of the records management program.  This training will include, 



but not limited to ECMS, records disposition, and CBI.  






The contractor shall produce training materials, as requested by the 





COR/ACOR for review and approval.  The training may also include one-on-




one training for electronic record management systems.  The Contractor shall make 



presentations at meetings, as appropriate.  The COR/ACOR shall provide 




information to focus presentations to specific audiences as appropriate.  




5.
Provide one-on-one customer assistance, as needed.

Travel




The Contractor may be asked to attend EPA conferences and seminars for developmental purposes; the number of Contractor representatives attending such meetings at government expense shall be determined by the COR.  



The Contractor may be required to visit record repositories within the four-state region commuting area (Iowa, Kansas, Missouri, and Nebraska) in order to inventory, update, and/or retrieve Administrative Records.  Routine travel may also be necessary within the local commuting area to other record center locations and repositories.  Travel costs will be reimbursed on a cost-incurred basis in accordance with the Federal Travel Regulations (FTR).


TASK 3:
MANAGEMENT OF SYSTEMS OF INFORMATION 




From receipt through disposition, the Contractor shall develop, maintain, organize, inventory, index, scan, track, and provide reference and access to the information contained in the information systems.  Information includes collections, records and data, regardless of media and format, in accordance with the agency and program office policies and standard professional practices.  


Conduct and Maintain Inventory of Collections and Records:  




The Contractor shall maintain the inventory of collections and associated records.  The inventory shall include the custodian and record media type. Versatile Enterprise is the approved records management program software to be used for capturing regional records information.  The Contractor shall purchase the Versatile Optical Character Recognition (OCR) and the Electronic Records Management (ERMS) software (including annual support costs and training).  This software will be used to store Region 7 electronic records (word processing documents, PDF files, scanned images, etc.). 



The Contractor shall perform an initial comprehensive inventory of all Region 7 non-Superfund records in any media.  This includes physical on-site review of records located at the Regional records center, the Science & Technology Center File Room, and records stored at the Federal Records Center in Lenexa, in order to identify records eligible for disposition and to determine the volume of records on hand.  The Contractor shall prepare a report no later than 120 calendar days after contract award and every 6 months thereafter. The Contractor shall provide the inventory, in electronic format, to the non-Superfund COR no later than 14 working days from completion of inventory.  Three weeks prior to the expiration of the contract, the contractor shall provide a final inventory to Region 7 COR.




The Contractor shall also perform an initial comprehensive inventory of all Region 7 Superfund records in any media.  This inventory shall also be performed under the Regional Task Order.  This includes physical on-site review of records located at the Regional records center, the Science & Technology Center File Room, and records stored at the Federal Records Center in Lenexa, in order to identify records eligible for disposition and to determine the volume of records on hand.  The Contractor shall prepare a report no later than 200 calendar days after task order award and every 6 months thereafter. The Contractor shall provide the inventory, in electronic format, to both the non-Superfund COR no later than 14 working days from completion of inventory.  Three weeks prior to the expiration of the task order, the contractor shall provide a final inventory to Region 7 COR.




The Contractor shall import, into Versatile, all Region 7 inventoried records within 60 calendar days from the completion date of the Superfund initial comprehensive inventory. 




The Contractor shall enter all Region 7 file plan structure and related schedules into Versatile within 15 calendar days of receipt of Division or Branch file plan.  




The contractor shall perform semi-annual audits of inventoried records, as defined in the Regional Records Center Standard Operating Procedures Manual.  The contractor shall structurally realign records to reflect new organizational changes and compliance with programmatic guidelines.  The Contractor shall provide an electronic report of audit findings to the COR.  Three weeks prior to the expiration of the task order, the contractor shall provide the Region with a written audit report.




The contractor shall provide expertise in the development of new filing systems, manuals, and file plans in addition to maintaining existing file plans.  In order to provide records control from inception to disposition, EPA approved software will be used.  Examples of software that may be used to create and operate databases include but are not limited to, Domino.Doc, Lotus Notes, Oracle, Microsoft Excel, Adobe Acrobat, Microsoft Access, and Abbeyy Fine Reader.  Tools currently used to manage Region 7 records are Domino Library and the Enterprise Content Management System (ECMS).  

Process, Organize and File Records and Collections: 




The Contractor shall preserve records (any medium) according to guidelines issued by EPA and the National Archives and Records Administration (NARA).  




The Contractor, following the appropriate file structure(s) (e.g., File Structure Plan/ Classification for EPA Kansas City Region, and other applicable SOPs), shall process, organize and incorporate Records into the site files, as directed (determined by priorities and strategy developed with the COR).  This will include, but not limited to:





(1)
Organizing Records according to the file structure; 





(2)
Identifying duplicates and bring to attention of appropriate COR;




(3)
Searching for EPA identified privileged and/or CBI Records, and separating 






those documents, properly labeling them as privileged or CBI;




(4)
Creating folders, labels, and filing.  




The contractor, as directed by the COR, may be required to segregate sensitive material, remove information identified by Agency personnel, file redacted copies, and track what information has been released relative to protected collections.  Information to be removed for purpose of disclosure will be identified by EPA personnel.



The contractor shall collect, organize, index, scan, redact, image, and inventory records in accordance with established procedures.  The contractor shall clearly label and handle records identified by EPA as enforcement sensitive, confidential, attorney work products, and support contract documents in accordance with EPA guidance documents. 



All phases of records disposition shall be performed including identification by EPA Records Disposition Schedule, compilation of special collections, retirement to inactive storage, recall from inactive storage, and destruction authorized by EPA personnel in accordance with the guidance documents.  This includes special collections as well as routine records.




The Contractor shall receive, organize (stamp and segregate), retrieve, prepare folders and labels, file, and log Confidential Business Information (CBI) documents into the tracking system.  CBI documents are handled at the Regional level and will be maintained in an EPA-approved on-site secured location which has a door lock.  The contractor will conduct semi-annual audits of CBI documents to determine classification disposition and provide a written report to the COR. The contractor shall NOT screen records for confidential business information or make any determinations concerning the confidential status of a record.




The Contractor shall ensure that documents are appropriately secured in the Regional Records Center and/or other designated areas; that no breach in security occurs by allowing unauthorized access to confidential business information (CBI) and/or sensitive information.  Access to and security of records and related documents will be provided by the contractor in accordance with Agency, Regional, and program specific procedures.  The Contractor shall notify the COR of any CBI documents checked out for 90 days; notification must be made no later than one workday past the 90 days. 



The contractor shall clearly label, handle and distinguish from routine files any records identified by EPA staff as subject to FOIA exemptions, litigation privileges/holds, or CBI.   EPA will provide access lists to Contractor personnel for verification of authority to view protected collections, on a monthly basis.  The Contractor will prohibit access to individuals that are not on the Access Authority list unless directed otherwise by the EPA Region 7 Document Control Officer, through the COR.  The Contractor will immediately notify the COR when individuals are denied access to CBI located in the EPA Region 7 offices.  




The Contractor shall process records materials according to established EPA Region 7 standard operating procedures.





Day Forward 





The Contractor's primary processing responsibility shall be to process new Records 


according to established SOPs, including indexing, scanning, and processing of 



documents.  All documents are to be processed and incorporated into the site files 




and/or appropriate collections.  The timely and accurate processing of Day Forward 


Records, collections, and information is the second highest priority of Contract 




(behind Reference).  Documents will be scanned, indexed, etc., using EPA content/ 





records management software (e.g. Versatile; SDMS; RCRA Document 




Management System (RDMS), etc).





The Superfund COR, will issue to the contractor, all documents that need to be 


processed into SDMS.  These documents will be processed within three (3) days of 


receipt.




Existing Non-Superfund Collections





The Contractor shall:





1.
Review the condition of non-Superfund collections and make required 




improvements to collections to ensure completeness (or document gaps) and 



to bring them into compliance with current standards; and





2.
Make recommendations, where appropriate, and may be tasked to convert (or 



support the conversion) information assets from one format to another and/or 



recommend and implement, as approved, preservation activities.





Existing Superfund Collections




The Contractor shall:





1.
Review the collection in SDMS against the paper collection to ensure 




completeness and alert the COR of any discrepancies.   





 2.
Process paper collections into SDMS to create an electronic collection.





Existing Superfund Site Files





The Contractor shall review the condition of Superfund site files and make required 


improvements to the site files to bring them into compliance with current standards.





Unprocessed Records





The Contractor shall process any backlog of unprocessed Records currently 



inventoried.  





For Superfund Records, the contractor will notify the COR, before processing any 


records.

Safe Storage for Effective Retrieval:  




The Contractor shall safely store all Records and Collections identified in the inventory, which includes:





(1)
Evaluate and promptly identify to the respective COR any and all weaknesses 



in the storage of Records and collections; 





(2)
Store all documents received in the record center in order that any record may be 



retrieved within the established timeframes;





(3)
Prepare and transfer inactive records to the Federal Records Center (FRC) 




following existing retention schedules and other applicable guidance (this task is 






under Region Task Order); 





(4)
Retrieve records from the FRC following established SOP (this task is 






under Region Task Order); and 





(5)
Identify alternative means of automating and streamlining processes (SOPs, 




workflows, systems) to the respective COR.

Provide Reference on Records and Collections 




The Region 7 Records Center provides service to our customers, which includes but is not limited to, EPA staff, Contractors, grantees, and other federal and state agencies (partners), regulated community, and the public.  The Contractor shall ensure that information is protected from unauthorized release; provide reference support to records and collections regardless of the system(s) of information involved; and be responsible for responding to queries (written and in person), locating and retrieving information and delivering information to the customer.




The Contractor shall utilize the Region 7 Service Desk request tracking system in order to keep a log and real-time status of all non-Superfund requests made and response/information provided.




The Contractor shall utilize the Lotus Notes Group R7-Records-SUPR email box for tracking Superfund requests. 

Reference Support in the Reviewing Area.



The Contractor shall coordinate visits to the Review Area with appropriate EPA program person; including pulling requested records and staging them in the Review Area.  EPA personnel are responsible for escorting visitors to and from the Review Area, and monitoring the review of records while in the Review Area.  


Circulation Support  




The Contractor shall circulate materials from collections ensuring that the materials are loaned according to current policies and procedures, and track circulation activity for retrieval, statistical analysis and future decision making.  This task involves maintenance of the Records Center.  It includes but is not limited to the physical file activities of the Region 7 Records Center, filing; file room operation; and maintenance of documents.  This work will be performed to ensure work continuity in accordance with defined tasks and contract requirements.  Work involves performing routine records management duties, securing documents in the Records Center and/or other designated areas.  The Contractor may be required to segregate sensitive material, remove information identified by Agency personnel, file redacted copies, and track what information has been released as it related to protected collections.  



Superfund document pickup will by once daily by 2:00 p.m.  These documents will be delivered to the Superfund COR or ACOR.  EPA will review these documents and assign them to the Contractor.  These documents will be processed into SDMS within three (3) days of receipt.  


Reproduction Support 




The Contractor shall provide reproduction support service (e.g., photocopy service [paper-to-paper, paper-to-PDF, etc.], and CD/DVD creation/duplication) only for those records under maintenance within the Records Center, in accordance with government regulations and Agency policy.  


Managing Electronic Systems of Information:




The operation and maintenance of the information systems may include, but is not limited to, support, as requested by the COR, in the following areas:





(1)
Maintaining system software; 





(2)
Documentation;




(3)
Troubleshooting any daily application issues that may arise;




(4)
User support/training;





(5)
Data capture/entry;




(6)
System and data quality control; and





(7)
Report specification development 



The contractor shall develop and implement processes and systems for tracking and reporting on task performance. Tracking and reporting processing and systems shall meet EPA standards and shall be approved by the EPA COR.  

TASK 4:  

SPECIALIZED SERVICES AND PROJECTS 




The Contractor shall provide support or serve as project manager, as directed by the COR, for existing specialized services and/or projects and for special projects which enhance existing, or develop new products, services, standards and procedures.  The Contractor shall use sound modern project management methodologies in managing special projects. 




Specialized services and projects include, but are not limited to support and preparation of special collections and projects (e.g, Inventories, Administrative Records (ARs), Administrative Records Files (AR Files), etc.), transfer to or retrieval from alternate storage media (CD-ROM, DVD, Microfilm/fiche, review of material to ensure readability, and creation of supporting indexes, where necessary.



The Contractor shall conduct a Region 7 (including the Science and Technology Center, EPA field offices, and Continuity of Operations sites) inventory and volume review of all unstructured records located in EPA offices, cubicles, and service modules; records in unoccupied offices and cubicles shall be included in the inventory.  Travel to EPA Region 7 Field offices may be required. There are approximately 700 EPA employees and grantees in Region 7.  The Contractor shall use an inventory form provided by the EPA regional COR (Copy Attached).  The Contractor shall complete this task within 10 months from contract award date.



The inventory will include, but not be limited to, the physical inspection of the files and record the essential information about them; identify duplicate, fragmented, and related records; any systems/databases; and match the records to the existing EPA records schedules.  The Contractor shall identify personal papers, reference materials, other non-record materials such as stocks of publications, and records or potential records (including working files).

TASK 5 - EMERGENCY SUPPORT FUNCTIONS



The Continuity of Operations Plan (COOP), along with the Vital Records Program,  provides guidance and procedures that will allow EPA Region 7  to rebuild essential operations, ensure that Agency records are protected and efficiently recovered or salvaged using cost effective methods necessary to resume Agency operations during and after an emergency or  natural disaster.  The full intention of these programs is to sustain the Regions critical operations until the Region becomes fully operational.  


The primary authority establishing the Vital Records Mitigation and Recovery Plan within the Federal Government is 36 Code of Federal Regulations, Chapter XII, Part 1236, Management of Vital Records.  Region 7, as required by statute and regulation, has established a vital records protection program.  



The Contractor shall provide analyses and input for the development of a Regional Disaster Mitigation and Vital Records Plan within 120 days of the award of the task order.  The Contractor shall safeguard records targeted as vital records and provide on-going support of records, both on and off site, ensuring that sensitive and confidential materials remain safeguarded.  In cases of emergency, the Contractor shall identify records impacted by disaster, carrying out appropriate salvage efforts, and participating in records recovery efforts by packing out and relocating damaged materials



Contract personnel shall assist in non-life threatening mitigation and recovery efforts by performing the following tasks:



a. The contractor shall notify their employees of emergency situations which 


    involve the EPA.



b. The contractor shall safeguard records targeted as vital records and provide 


    on-going support of records both on and off site.



c. In cases of emergency, the contractor shall identify records impacted by 


    disaster, carrying out appropriate salvage efforts. 




d. The contractor shall participate in records recovery efforts by packing out and 


    relocation of damaged materials.



e. The contractor shall ensure that sensitive and confidential materials remain 


    safeguarded.




